








Personnel Policy 17.0, Attachment A 

Investigation Subject Notice Letter, Entitled to Representation 

 

Dear {EMPLOYEE}: 

 

{NAME} has been assigned to investigate allegations that you have engaged in misconduct, 

including but not limited to, {DESCRIPTION}.  {NAME} will meet with you on {DATE} at 

{TIME} to discuss details of the allegations.  The meeting will be held at {LOCATION}.  You 

have the right to request union representation, or private counsel at your own expense, at this 

meeting.  I have been asked by {UNION} to pass on to you that if you choose to use the services 

of {UNION} during this meeting that you contact them upon receipt of this notice.  {UNION} 

can be reached at {CONTACT NUMBER}. 

 

Duties Regarding Investigation: You are advised that Personnel Policy 17.0 provides: “State 

employees have an obligation to cooperate with their employer regarding employment 

investigations.  It is part of the responsibility of an employee to answer truthfully and fully the 

work-related inquiries of the State.” 

 

Refusing to answer, answering incompletely, or answering untruthfully, questions relating to 

work is considered misconduct for which an employee may be disciplined up to and including 

dismissal.   

 

Do not take any action injurious to the integrity of the investigation, including but not limited to: 

(1) threatening or harassing any witness or complainant; (2) attempting to influence the 

recollection or testimony of any witness or complainant; (3) colluding with any individual to 

fabricate or misrepresent facts pertaining to the investigation; or (4) destroying or altering 

evidence pertaining to the investigation.  Failure on your part to follow this directive may lead to 

disciplinary action being taken against you up to and including your dismissal. 

 

Be advised if you choose to speak with other State employees or witnesses who are not Union 

Representatives or Stewards about the facts or allegations concerning the matters under 

investigation, we have the right to interview those individuals about those conversations and any 

information arising from those interviews could be considered by the appointing authority in 

imposing discipline. 

 

No Retaliation: Do not retaliate against anyone whom you believe may have brought 

information to the attention of the employer, or whom you think may have cooperated with or 

participated in the investigation.  Failure to comply with this instruction may result in 

appropriate discipline, up to and including dismissal. 

 

Right of Representation. You are hereby notified that you have the right to request 

representation by a Union, or private counsel at your own expense, at any interview or resulting 

hearing connected with this inquiry. 

 

Sincerely, 

{APPOINTING AUTHORITY} 

 

cc:   DHR Investigations Unit 



Personnel Policy 17.0, Attachment B 

Investigation Subject Notice Letter, Not Entitled to Representation 

 

Dear {EMPLOYEE}: 

 

{NAME} has been assigned to investigate allegations that you have engaged in misconduct, 

including but not limited to, {DESCRIPTION}.  {NAME} will meet with you on {DATE} at 

{TIME} to discuss details of the allegations.  The meeting will be held at {LOCATION}. 

 

Duties Regarding Investigation: You are also advised that Personnel Policy 17.0 provides: 

“State employees have an obligation to cooperate with their employer regarding employment 

investigations.  It is part of the responsibility of an employee to answer truthfully and fully the 

work-related inquiries of the State.” 

 

Refusing to answer, answering incompletely, or answering untruthfully, questions relating to 

work is considered misconduct for which an employee may be disciplined up to and including 

dismissal.   

 

Do not take any action injurious to the integrity of the investigation, including but not limited to: 

(1) threatening or harassing any witness or complainant; (2) attempting to influence the 

recollection or testimony of any witness or complainant; (3) colluding with any individual to 

fabricate or misrepresent facts pertaining to the investigation; or (4) destroying or altering 

evidence pertaining to the investigation.  Failure on your part to follow this directive may lead to 

disciplinary action being taken against you up to and including your dismissal. 

 

Be advised if you choose to speak with other State employees or witnesses about the facts or 

allegations concerning the matters under investigation, we have the right to interview those 

individuals about those conversations and any information arising from those interviews could be 

considered by the appointing authority in imposing discipline. 

 

No Retaliation: Do not retaliate against anyone whom you believe may have brought 

information to the attention of the employer, or whom you think may have cooperated with or 

participated in the investigation. 

  

Failure to comply with the above instructions may result in appropriate discipline, up to and 

including dismissal. 

 

Sincerely, 

 

{APPOINTING AUTHORITY} 

 

cc:   DHR Investigations Unit 

 

 



 

Personnel Policy 17.0, Attachment C 

Investigation Witness Notice Letter 

 

Dear {EMPLOYEE}: 

  

It is believed you may have information relative to a possible incident of workplace misconduct.  

You are not the subject of an investigation, and there is currently no information or reason to 

believe that you could be subject to disciplinary action in connection with this matter.  Rather, 

you have merely been identified as a potential witness. 

 

{NAME} has been assigned to investigate these allegations, and will contact you in the near 

future to arrange a meeting to discuss the matter.  Please feel free to contact {POC} at 

{NUMBER} with any questions you may have. 

 

Although it may be uncomfortable to be a witness, the operations of the State would be greatly 

hampered if employees did not participate fully in investigations of workplace conduct. 

Therefore, Personnel Policy 17.0 provides: “State employees have an obligation to cooperate 

with their employer regarding employment investigations.  It is part of the responsibility of an 

employee to answer truthfully and fully the work-related inquiries of the State.”   

 

Maintaining the integrity of the investigation is also of paramount importance. Therefore I must 

also advise you not to take any action injurious to the integrity of the investigation, including but 

not limited to: threatening or harassing any witness or complainant; attempting to influence the 

recollection or testimony of any witness or complainant; colluding with any individual to 

fabricate or misrepresent facts pertaining to the investigation; or destroying or altering evidence 

pertaining to the investigation.  Additionally, you may not retaliate against anyone whom you 

believe may have brought information to the attention of the employer, or whom you think may 

have cooperated with or participated in the investigation.  

 

Failure on your part to follow the directive set forth above may lead to disciplinary action being 

taken against you. 

 

If you choose to speak with other state employees or witnesses who are not VSEA 

representatives or Stewards about the facts or allegations concerning the matters under 

investigation, the State has the right to interview those individuals about those conversations and 

any information arising from those interviews could be considered by the {AGENCY/DEPT} in 

imposing discipline. 

 

Thank you in advance for your cooperation in this matter. 

 

Sincerely, 

 

{APPOINTING AUTHORITY} 

 

cc:   DHR Investigations Unit 
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